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Reviewing an Assigned Cart

The purpose of this lesson is to demonstrate how a Purchaser can review a cart assigned to him
or her by another Purchaser.

1. Inthe banner area at the top of the page, the Action Items area displays the number of
carts assigned to the user. Click on the Carts Assigned to Me link to access the carts.

c braker = % Action Items E Notifications E W™ oo0oUSD Q,

Action Items

My Assigned Approvals

Carts Assigned To Me

2. The Drafts Assigned to Me area only displays for users who have one or more carts
assigned to them. Click on the Shopping Cart Name to access the cart for review and
submission.

W Shop My Carts and Orders View Draft Shopping Carts =

Create Cart

Assign Substitute

Drafts Assigned To Me - legend L[ ?
Active Cart Cart Number Shopping Cart Name Date Created Cart Description Total Delete
1096747 2014-02-19 Billy B 02 2/19/2014 9303USD  Delete
My Drafts Assigned to Others legend 0O 7
View Cart Cart Number Shopping Cart Name Date Created Assigned To Total Unassign
&.h 1095703 > IT Order 2/17/2014 Amanda Administrator 27.98 USD Unassign
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3. Once the cart is opened, the information can be verified. If these purchases are not
allowable, the reviewing purchaser can click Return Cart.

. Chrekery |y | Actonltems 1 | | Notfican
C\- ,‘-/IWISBUY?&EST\;K‘%&EULACE Return Cart Button

¥ Shopping Cart rx sy suy= “wmmes| +/ Cantinue Shapping

3hemis) for 3 cots of 93030

e S A (FrRESTEET e e

Have youmade changes?

(=R Pedorm a0 acfonon i) fams saiectecd) || Selertan [
| MSC Industrial Supply Company NIRO om e
..
The temiz) in thiz grewp g e apier s wibste. What does £ mean?
Need omsie cranges” MOUIFYITEMS | VIEWITEMS Tmms) was retreved or: 2/15/2014 L4432 AN
Lime(z). 1
unit
Product Description Price Quantity Total 1
"”“_’:‘_‘::‘ Mail and Framing Hammers; Claw Stylc: Straight Head Weight oz 160; Overall Length Inch: 13; Handle Material: Hickory ) B720s | g73usc F
b o sarthumosr AU B
Commerity Crde | AJG2F
Hennmers, abels, Crum Bt Pinch Bas. Py Bars, Ripwing B, Siiyes. Wasuking Bas, Al Tyues
[ woreacton:[~]
@ J Office Supplies Vendur 1 memmt
nit
Product Dascriptan Prica  Quantity Total -
\"“_B:_“r"“ FRST AID KIT OFFICE 130 PCS 4538 1 4525 yso |
P— SartMumtser MEo0N S Tupaste |
= MENASCIENING ALMOULLL - (ACMEUNED LOmOranon)
Cammecity Cevie
Enmngery Nevsl Serrices (EMS) Expiprmenl o Supiies (g Resporese Kis, Like Sappnl G, Trare s, 2
EJ Viking Eleciic NMIRO mesatz
Unit
Product Description Frice Quantity Total ™

3"_"*_?_‘:3 - 1307 FRGI S FI FCTRICTAMS HAMMFR B|OEUD 1 3905 o
74115 3 ]

Eart Humbe: ) KIEBD?IA if: [ upame |
‘M_m‘ l :rw(.;:l.u::[w u 80T1B- prics.
- nmodity Code 44530 B o

o Hammers. Mallets. Crow Bars. Pinch Bars. Pry Bars. Kipping Bars. Sledgas. Wreddng Bars. All Types.
4. This action allows you to add a note and return it to the original purchaser for

adjustments. This cart looks okay, so I will click Cancel.

Return Cart B 7 x

Retwrn Cart To: Billy Buyer

Add comment for Purchaser: | 4 -

4 EXpaind | Ciear
2 conca|

5. Once the cart is ready, | will click the Proceed to Checkout button.

. @ Shoppmg Cart for Bl Buyer [Hemmtr 4 Contmup, Shopping 3 Item(s) for a total of 93.03 uso

s ETEPRITTE | o Nl

Have you made changes? m 2| @ Help | Perform an action on (1 items selected)... |v Select All ™
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6. All of my checkout information is correct, so I will click Place Order. The cart has now
become a requisition and will create a WISBuy order by clicking the Place Order
button..

= view My Cart € Shipping Biling € Notes € Order Review
— & 0

Looks good!
You can review your order details below and, when you are ready, use the Assign Cart or Place Order button to
complete your purchase.

Order Summiry

Subtotal 53.98

Order Review &

53.98 USD
= Shipping

Assign Cart
- @ Billing 2
= Notes

- Lines

MSC Industrial Supply Company MRO
Nail and Framing Hammers: Claw Style: Straight: Head Weight oz: 160: Overall Lengt... 8.73 USD

Unit Price
Quantity

Office Supplies Vendor 1
FIRST AID KIT OFFICE 130 PCS 45.25 USD

Unit Price
Quantity

Go To Advanced Checkout

Order Confirmation E

-'i; 4 Congratulations! You have successfully submitted your order. To view or print a copy, click Quick
View "\ or view its status on the Approvals Tab.

Here is a summary of your order. You can also find this order at any time via the order history link in the main
navigation bar at the top of the page.

Shopping Cart name 2014-02-19 Billy B 02
Order date 2/27/2014

Order total 53.98 USD

Number of line items 2

What would you like to do next? Here are links to some common actions.

« Search for another item

+ View order history

= Return to Shopping Home page
+ Create new draft cart
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7. Now, we will go back to draft carts to view my remaining carts to process by clicking this
link followed by View Draft Shopping Carts.

: My Carts and Orders
Shopping | ... A

Cpey gy Active Shopping Cart

My Carts and Orders
View Draft Shopping Carts

View My Orders (Last 90 Da}'sJ[ View Draft Shopping Carts ]

8. Once there are no carts to review, the Drafts Assigned To Me area is no longer visible.

™ Shop My Cartsand Orders  View Draft Shopping Carts =

Create Cart

@ You do not have an active cart selected. Please create a new cart.

Assign Substitute

This concludes the lesson on Reviewing an Assigned Cart in WISBuy. For further assistance,
please contact WisBuy@Wisconsin.gov or visit the website.
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